DEPARTMENT OF THE | NTERI OR
| NTERI OR/ CS- 8

System nane: Aircraft Services Adm nistrative Managenent and
Fi scal Records--Interior, Ofice of the Secretary--8.

System | ocati on:

(1) Ofice of Aircraft Services, U S. Departnment of the Interior
3905 Vista Avenue, Boise, |daho 83705. (2) Ofice of Aircraft
Services, U S. Department of the Interior, 4343 Aircraft Drive,
Anchor age, AK 99503.

Cat egories of individuals covered by the system

Enmpl oyees and sone fornmer enpl oyees of the Office of Aircraft
Servi ces.

Categories of records in the system

Payrol |l records, including pay, |eave and cost distribution
records, including deductions for bonds, insurance, inconme taxes,
allotments to financial institutions, overtime authorizations, and
rel ated docunments. Travel records, including admnistrative
approval s, travel expenses clainmed and/or paid, receipts for
expenditures clains. Governnment transportation requests, trave
advance accounts and rel ated records. Records of accountability for
Gover nnent - owned property. Safety records, including clains under the
MIlitary Personnel and Civil Enployees Clains Act. Records of
i ssuance of CGovernnent identification cards and Government driver's
licenses. Related records concerning admnistrative and fisca
managenent .

Aut hority for maintenance of the system

5 U. S C 301, 3101, 5101-5115, 5501-5596, 5701-5709, 31 U.S.C
66a, 240-243, 40 U.S.C. 483(b), 43 U. S.C. 1467, 44 U S.C. 3101
Executive Order No. 11807.

Routi ne uses of records maintained in the system including
categories of users and the purposes of such uses:

The primary use of the records are (a) for administrative and
fiscal managenent. Disclosure outside the Departnent of the Interior
may be made, (1) to the Departnent of the Treasury for preparation of
(a) payroll checks, (b) payroll deduction and other checks to
Federal, State and | ocal and (c) checks for reinbursenent of
enpl oyees and others, (2) to the Internal Revenue Service and to the
State, Conmonwealth, Territorial and |ocal governnents for tax
purposes, (3) to the Civil Service Retirement System and ot her
contributions, (4) to another Federal agency to which an enpl oyee has
transferred, (5) to another Federal agency having a subject matter
interest in the records, (6) to the U S. Departnment of Justice when
related to litigation or anticipated litigation, (7) of information
indicating a violation or potential violation of a statute,
regul ation, rule, order, license, to appropriate Federal, State,
| ocal or foreign agencies responsible for investigating or
prosecuting the violation or for enforcing or inplenenting the
statute, rule, regulation, order or license;, (8) to Federal, State,
| ocal agencies or comercial business where necessary to obtain
information relevant to the hiring or retention of an enpl oyee, or
the issuance of a security clearance, license, pilot qualification
card, grant or other benefit; (9) to a Menber of Congress fromthe
record of an individual in response to an inquiry made at the request
of that individual; (10) to other Federal agencies conducting



conmputer matching prograns to help elinmnate fraud and abuse and to
det ect unaut horized overpaynments made to individuals.
Policies and practices for storing, retrieving, accessing,
retai ni ng, and di sposing of records in the system
St or age:
Manual and aut onmt ed.
Retrievability:
May be retrieved by individual name or social security nunber.
Saf eguar ds:
Records are mmintained in accordance with 43 CFR 2.51
Retenti on and di sposal
According to approved records disposal schedul es.
System manager (s) and address:

Director, Ofice of Aircraft Services, U S. Departnent of the

Interior, 3905 Vista Avenue, Boise, |daho 83705.
Noti fication procedure:

Inquiries regarding the existence of records should be addressed
to the System Manager. A witten, signed request stating that the
requester seeks information concerning records pertaining to himis
requi red. See 43 CFR 2. 60.

Record access procedures:

A request for access nmay be addressed to the System Manager. The
request must be in witing and be signed by the requester. The
request mnmust neet the content requirenents of 43 CFR 2.63.

Contesting record procedures:

A petition for amendnent should be addressed to the System

Manager and nmust neet the content requirenments of 43 CFR 2.71
Record source categories:
Enpl oyees, supervisors, tinmekeepers.



